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MoDOT Financial Prequalification Process

Confidentiality of consultant financial information is managed through
secure document storage practices

The Annual Financial Prequalification process was
developed to expedites the contracting process by ensuring
the consulting firms are qualified in the following areas:

Legal status

Accounting system
Capabilities

Specific technical experience

Licensing



How do I navigate to the Consultant Prequalification webpage

Go to www.modot.org
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How do I navigate to the Consultant Prequalification webpage

* The four step prequalification process is located near the bottom of the
page under the “More Links” section on the MoDOT website.
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Consultant Prequalification webpage

Select the fourth tab titled, “Consultant Prequalification Requirements

MoDOT Missouri

P Department of Transportation HFERDE

888-ASK MoDOT (275-6636)

About Us Travelers Business Bidding Plans & Projects Other Transportation News & Information Programs & Services Safety Careers

HOME >> BUSINESS »»> CONSULTANT RESOURCES >> CONSULTANT PREQUALIFICATION REQUIREMENTS

Consultant Prequalification Requirements

Select Consultant Prequalification
Requirements

Disadvantage

Business
Enterprise (DBE) Contact Us LPA Home

Information |

' Engineering
| Consultant Home | Services

Solicitatioff (RFQ) Subch\nsultant
Policy

Requifements




onsultant Prequalification webpage
Select the Standard Prequalification Process.

Contact the Audits and Investigations Division at 573-751-7446 for Safe Harbor rate
eligibility information.

o | Disadwv:

Engineering SR .

3 Solicitation (RFQ) Subconsultant Busil

Consuitant Home Services Opportunities Requirements | Enterpri
Policy Inforn

Select Standard Prequalification Process

Prequalification Processes:
> ' 1 rocess

« Safe Harbor Indirect Cost Rate (SHR) Pre-qualification Process (call for eligibilty)
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What is required?

Standard Prequalification Process

. Back

The Missouri Department of Transportation (MoDOT) is performing financial pre-gualifications for engineering, architectural and land survey
consultants who wish to provide professional services to MoDOT and the Local Program projects (city/county projects) utilizing federal funds. This
process ensures MoDOT and Local Program projects are in compliance with federal and state regulations.

The AASHTO Uniform Audit & Accounting Guide should be used as a tool to assist in meeting MoDOT's pre-qualification reguirements and ensures
compliance with the Code of Federal Regulations.
http://audit.transportation.org/Documents/AudAcctgGuide2012(SPG-complete). pdf

MoDOT requires all consultants adhere to the guidelines set forth by the Department before being considered a pre-qualified consultant. These
guidelines will give you the information you need to submit a complete pre-qualification application.

The next page will guide you through the pre-qualification procesd Click here to begin.

Click here to begin



Step 1

Statement of Qualification document (SOQ)

SOQ documents are uploaded into MoDOT'’s system and are used as a reference tool for
project managers and division leaders

Provide one of the following documents:
* Company developed document that describes staff and project experience;
* Form 254-Architects-Engineer and Related Services Questionnaire;

* Form 330-Architects-Engineer and Related Services Questionnaire.

Standard Prequalification Process - Step 1

Annual Sstatement of Qualifications

Please provide one of the following options to fulfill the Annual Statement of Qualifications requirement:
= Statement of Qualifications developed by vour firm

+ Form 254-Architects-Engineer and Related Services Questionnaire
« Form 3320 Part II only-Architects-Engineer and Related Services Questionnaire

Questions may be directed to Sandra Riley at (573) 522-2002 or at Sandra.Riley@modot.mo.gov.

PROVIDE A COPY OF YOUR FIRM'S STATEMENT OF QUALIFICATIONS

. Previous Page MNext Page



Step 2
Required Missouri Registrations

Standard Pregualification Process - Step 2

1
Secretary of State Certificate of Good Standing (Registration to do business in Missouri)

Missouri Revised Statutes, Chapter 351, General and Business Corporations - http://www.moga.mo.gov/statutes/c2351.htm
Your firm must be registered to do business and be in good standing to be eligible to provide professional services.
To obtain a Certificate of Good Standing contact the Secretary of State Office toll free at (866) 223-6535 or visit http:/fwww.sos.mo.gov.

2

Missouri Division of Professional Registration

Certification of Authority

Licensee Search link https://renew.pr.mo.gov/licensee-search.asp

Your firm must also provide a certificate of authority with the Missouri Board for Architects, Professional Engineers, Professional Land Surveyors and
Landscape Architects

Certificate of Authority is not required for sole proprietorships or partnerships, its only required if vour firm is incorporated or registered as a limited
liability company. For sole proprietorships and/or partnerships, individual professional license certificates must be submitted in lieu of the certificate
of authority.

Questions may be directed to Sandra Riley at (573) 522-2002 or at Sandra.Riley@modot.mo.gov.

PROVIDE A COPY OF YOUR CERTIFICATE OF GOOD STANDING
PROVIDE A COPY OF YOUR CERTIFICATE OF AUTHORITY

. Previous Page MNext Page



Step 3
E-Verify Memorandum of Understanding (MOU) with the

MoDOT Worker Eligibility Verification Affidavit
Normally, the E-verify MOU has electronic signatures and dates

Standard Prequalification Process - Step 3

MoDOT Projects
Your firm must participate in the Department of Homeland Security Worker Eligibility E-Verify Program.

MO Revised Statute
http://www.moga.mo.gov/statutes/c200-299/2850000530.htm

« Annual Worker Eligibility Affidavit Form
» DHS Federal Work Authorization Program E-Verify

PROVIDE:
A copy of the Annual Worker Eligibility Affidavit and at a minimum, the 1st page and signature page(s) of the E-Verify MOU showing your

firm's signature and the DHS signature

Questions may be directed to Sandra Riley at (573) 522-2002 or at Sandra.Riley@modot.mo.gov

‘ Previous Page Next Page
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Step 4

Financial Prequalification-Risk Based Assessment

MoDOT Responsibility

MoDQOT utilizes a risk based review process that provides a realistic assessment of A/E firm’s
financial situation. This risk based assessment provides reasonable assurance that the A/E firm’s
information contains no misstatements ensuring compliance with federal and state regulations.

MoDOT staff may disallow all or part of a claimed cost that is inadequately supported.

What is a Risk Based Assessment?

MoDOT auditors reference costs listed on the overhead rate schedule to the costs listed on the
Income Statement, General Ledger, or Trial Balance (for this example we will use the Income
Statement).

The Income Statement costs are then referenced to the tax return.

The accounts and costs listed on the overhead rate schedule are then referenced to the Internal
Control Questionnaire (ICQ). The ICQ describes the accounting processes and procedures used by
the firm to segregate direct and indirect costs, as well as, identify and remove unallowable costs
from the overhead rate schedule.



Step 4

Risk Based Assessment

Financial Prequalification-Risk Based Assessment

It is important to have cohesion between the prequalification documents. The
following table shows how the documents are inter-related and must reference one
to another.

Overhead | Overhead | General | Tax Comments ICQ
Account Amount Ledger Return

Auto 51,000 65,000 65,000  Please explainthe
Expense 14.000 difference
between the G/L, tax
return and overhead
Admin 14,595 16,315 16,315  Please list the tvpe of
Travel activities included in this

costs. If the costs are
associated with a
project(s), those costs
must be removed.

Please explain the 1,720
difference between the
/L, tax return and
overhead schedule.

Appendix B-12 Question H4.
Classification of Cost Items.

Your firm answered N/A for
vehicle, therefore vehide costs
should not be included in the
overhead

Appendix B-12 Question H4.
Classification of Cost Items.

Your firm answered Travel
and Subsistenceis treatedasa
direct expense therefore, the
cost should not beincluded in
the overhead.

» Pleaserevise the ICQ to
show how Travel and
Subsistence costs are
managed by the firm
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Step 4
Financial Prequalification-Risk Based Assessment

Consulting Firms Responsibility

Consultants must maintain adequate records, including supporting
documentation, to demonstrate that the costs comply with applicable FAR
cost principles.

Financial information should reflect the most recent completed fiscal year
and should be submitted no later than six months after the close of that
fiscal year.

Consultant must use the most up-to-date forms on the MoDOT Consultant
Prequalification Requirements website.



Step 4
Item 1-Financial Prequalification Cover Page

MoDOTHome | ContactUs | EmailfText Updates B2

I T

MoDOT Missouri _
,&f Department of Transportation FED

883-ASK MoDOT (275-6636)

About Us  Travelers Business Bidding Plans & Projects Other Transportation News & Information Programs & Services Safety Careers

HOME == BUSIMESE == COMEULTANT RESOURCES == AI-SANDY_PREQUAL_TEST_STEP4

Standard Prequalification Process - Step 4 View the fOllOWing links for additional assistance in
completing the financial prequalification documents.

Financial Information

Helpful Links

For assistance in completing the following financial documents, refer to the Helpful links or direct questi Federal Aid Training Videos

External Audits at (573) 751-7446.

AASHTO Uniform Audit & Accounting Guide
Financial information should reflect the most recent completed fiscal year and must be submittéd no later than

six months after the close of that fiscal year. Federal Acquisition Regulations

The Department will examine the application and notify the company of any apparenaf errors or omissions and Federal Order 4470.1A - Establish Indirect Cost on
request any additional information required by the Department to properly evalyate the application. The Engineering Design-Related Services

company must submit any requested information to the Department within 30 days of receipt of the

Department’s request for such information.

What do I need to provide to successfully complete the Financial I%qualiﬂcation Process?
What is 3 Risk Based Assessment?

Table showing relationships between Prequalification documents

1. Financial Prequalification Cover Page



Step 4
Item 1-Financial Prequalification Cover Page

MoDOT Home | ContactUs | Email/Text Updates B3 _ Search

Missouri

Department of Transportation HED

888-ASK MoDOT (275-6636)

About Us  Travelers Business Bidding Flans & Projects Other Transportation Mews & Information Programs & Services Safety Careers

HOME =» BUSINESS »= COMSULTANT RESOURCES == AI-SANDY_PREQUAL TEST_STEP4

Standard Pregualification Process - Step 4

Financial Information Helpful Links

. . ) i ) ] ) ] Federal Aid Training Videos
For assistance in completing the following financial documents, refer to the Helpful links or direct questions to

External Audits at 573-751-7446. AASHTO Uniform Audit & Accounting Guide

Financial information should reflect the most recent completed fiscal year and must be submitted no later than Federal Acquisition Regulations

six months after the close of that fiscal year. Federal Order 4470.1A - Establish Indirect Cost on

. . A , o Engineering Design-Related Services
The Department will examine the application and notify the company of any apparent errors or omissions and

request any additional information required by the Department to properly evaluate the application. The
company must submit any requested information to the Department within 30 days of receipt of the
Department’s request for such information.

What do I need to provide to successfully complete the Financial Prequalification Process?

What is a Risk Based Assessment?
Table showing relationships between Prequalification documents

@cial Prequalification Cover Page)




Step 4
Item 1-Financial Prequalification Cover Page

Ensure answers are thorough and complete

MoDOT Financial Prequalification Cowver Sheet

Name of Company:

Caortact Perzon Marme:

Caortact Perzon Email Address:

Company Address:

Phigne Kumbaer:

Top Executiee Name & Tide:

Top Executiee Email Address:

Top Executve Phone Mumbsr

Company's Fiscal Year End fmmyddypyy)

Snnual Gross Revenues (maost recent compieted Fisoal Feor)

&rnual Gross Expenditures fmost recent completed Fisoo! Year):

Company's Home State

Number of Full Time [FTE] employees:

Number of states company operates in:

Changes o organizationa! structure [if pes, please sxplain):

Explain your firms depreciation method.
{Bonus ond Section 179 deprecietion i uppllowable ond mst

b= remaved from the averbead):




Item 1-Financial Prequalification Cover Page

Financial Prequalification Required Documentations
Forms are location on the MoDOT - Consultant Services - Consultant Prequalification Requirements
https fcontribube medot.mo.gov/business/consultsnt_resounces/consultsnt_prequalification_requirements. ibm

1) Overhead rate is audited by a state DOT, federal agency or an Independent CPA

OR

PROVIDE:
Cverhead rate audit report
If applicable, a copy of the state DOT or federal agency cognizant letter

1) Overhead rate is not audited-

PROVIDE the following financial statements:

Amaunits listed on the overhead must be traceable to the financial statements.
2) Detailed overhead rate schedule to include FAR references to define unallowable costs
b} Income Statement

¢} General Ledzer or Trial Balance

d] Tax Return

&) &ny additional financial documents used to prepars the overhead rate schiedule
If & related party rent situation exists

PROVIDE

f| Related Party Rent worksheet

g) Pelated Party's tax return - depreciation amortiziation schedule

2} Executive Compensation
3) Contractor Cost Certification
4} Internal Control Questionnairs (1CQ) - include all documents raquested in the 120

Consultants must
maintain adequate
records, including
supporting
documentation, to
demonstrate that the
costs comply with
applicable FAR cost
principles.

Financial information
should reflect the most
recent completed fiscal
year and should be
submitted no later than
six months after the
close of that fiscal year.




Step 4
Item 2-Overhead Rate Schedule (Indirect Cost Rate)

See additional guidance located on the Overhead Rate Overview link prior to preparing
the overhead rate schedule

Financial Information

For assistance in completing the following financial documents, refer to the Helpful links or direct questions to
External Audits at 573-751-7446.

Financial information should reflect the most recent completed fiscal year and must be submitted no later than
six_ months after the close of that fiscal year.

The Department will examine the application and notify the company of any apparent errors or omissions and
request any additional information required by the Department to properly evaluate the application. The
company must submit any requested information to the Department within 30 days of receipt of the
Department’s request for such information.

What do I need to provide to successfully complete the Financial Pregqualification Process?
What is a Risk Based Assessment?
Table showing relationships between Prequalification documents

2. Overhead Rate Overview
List of Common Unallowable Costs
Required Sample Format - Overhead Rate Sched




s

—

Step 4
Item 2-Overhead Rate Schedule

(Indirect Cost Rate)

Firms should have a fundamental
understanding of the FAR, which
may be obtained through the use of

the AASHTO Uniform Audit and
Accounting Guide.

The overhead rate schedule must:

* Be provided in the required
format;

« Demonstrate a reasonable
assurance of FAR compliance;

* The amounts must report actual
costs;

e Traceable to financial statements;

* Be mathematically correct.

SAMPLE FORMAT

EYZ CORPORATION
OVERHEAD SCHEDLULE
December 31, 2008

Financial 5tmt Unallowable FAR Tatal
DESCRIPTION Expense Expense Reference Proposed
Direct Labor 312 500,000 5$12.000 ] 12512000 B
Fringe Benefits
Wacation/Hobday'Paid Leave 31,700,000 $1.700,000
Fayroll Taxes 1,560,000 1,560,000
Group Insurance 1,100,000 1,100,000
Profit Sharing 1,018,000 (500,000) 2] 516,000
Incentive Payments 1,550,000 1,660,000
Seminars/ Education 400,000 400,000
Employss Welfare 10,000 (4, 00N} 3] 6,000
Total Fringe Benefits 7.3.28.000 {504 00 0.E22 000
General Overhead
Won-Project Labor ¥ 4.B0D,000 (12,000} i1 4,888,000 B.C
Recruting 180,000 180,000
Budding Cost [Rent) 1,400,000 (20,000) 4 1,380,000
Other Occupancy Cost 484,000 484,000
Supples 80,000 3ED,000
Field Suppbes & Equipment 100,000 100,000
Postage & Shipping TE,000 TE,000
Egupment Rent! Mantenance 366,000 366,000
Interest 20,000 (20.000) 18] -
Telephone 280,000 280,000
Business Insurance 184,000 184,000
Lega' & Other Professional Fees A76,000 (25,000} &) 351,000
Administratve Travel RE7.000 {30.000) (7} 567,000
Dues, Memberships & Reg 173,000 173,000
Subscrptions & Publcations 41,000 41,000
Deprecation & Amortization 628,000 (10,000} i8] 618,000
Dutside Payrod Senice 45,000 45,000
Siate Income (Personal Prop Tax 27,000 27,0000
Direct Cost Credit 5 (B33 000} [B33,0001E
Total General Overhead 5 0458000 (117.000) 9330 000
Total Indirect Cost $16,181,000
Facilities Capital Cost of Money [FCCM) 382 505F
Total Indirect Cost & FCCM 516,223 505
Percent of Direct Labor 128.7% A



tep 4

Item 2-Overhead Rate
Schedule (Indirect Cost

Rate)

The overhead
rate schedule
must show the
removal of
unallowable cost.

TABLE 8-1:
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312053
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31.205-8 & 31.205-1el(3)
31.205-13()
31.205-14
31.205-14
31.205-15(a)
31.205-19(&)(2)(v)
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31.205-27
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31.205-33
3120546
3120549
3120531

Unallowable Costs

Advertising

Trade Show Expenses

Trade Show Labor

Brochures and Other Promotional Material
Souvenirs Tmprinted Clothing Provided to Public
Membership in Civic and Commmmty Organizations
Bad Debts

Collection Costs

Personal Use of Company Vehicles

Contmbutions or Donations

Employes Gifts and Recreation

Membership in Socizl, Dinmg, and Country Clubs
Social Activities
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of Laws

Life Insurance on Key Emplovees

Costs to Correct Defects in Materials and Workmanship
Interest Expense

Lobbying and Political Activity Costs.

Organization Feorganization Legal Fees

Organization Feorganization Accounting Fees
Organization/Feorganization Incorporation Fees
Organization Feorganization Labor

Capital Raismg (Equity or Long-Term Debt) Legal Fees
Capital Raising (Equity or Long-Term Debt) Accounting Fees
Capital Raismg (Equity or Long-Term Debt) Lender Fees
Patent Costs

Fetainer Agreements (unless properly supported)
Eelocation Costs (in certain circumstances)

Travel Costs in Excess of FTR. Rates

Goodwill

Aleoholic Beverages
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Step 4
Item 2-Overhead Rate
Schedule (Indirect Cost Rate)

* FAR reference to define the
unallowable costs.

CHAFTER $/COBT ACCOUNTING

TABLE §-%2: BANMPFLE INRIREGT S92 T FRATE CEHEQWVLE
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Step 4

Item 2-Overhead Rate
Schedule (Indirect Cost
Rate)

Additional
determination of

Key
1 - See Exceptions,

[*} - Requires advance agreement or verifiable methodology.

/i

KEYWORD INDEX: 48 CFR Chapter 1, Part 31 (Federal Acquisition Regulation Part 31)

Generally
Citation Key Words Allowable?
31.208-8(d)(1) Accrual of Compensation Expenses (allowable). YEST
31.201-2(d) Adequate Recordkeeping (requirement for, and Coniracting Officer's authority -
to disallow unsupparted costs).
31108 Advance Agreemenis: defined and reguirements of (in writing, exscutad by -
i ion
31.205-1(k) Adwvertising defined (generally, allowakbility is limited to recruitment costs). YEE - help
wantzd
31.208-1(d) Advertising (allowable fypes of). YES
31.2058-1(f) Advertising (unallowable types of). o]
Po
31.205-38{b){1)  |Adveriising as a part of selling costs. /(e NO )
31.205-51 &lzoholic Beverages. T———"
31.205-48(b) W YES
M Alreraft owned by consulftanis. YEST

unallowable costs —— s

with FAR references
can be found on
Appendix C in the
AASHTO Uniform
Audit and Accounting
Guide.

Allocabiity (allowabilty, reasonablensess. and allocability).

31.201-2 & 31.204

Allowshility (reasonable, allocable, CAS Compliant, meets terms of contract, &
| not ctherwise unallowable).

31.205-52 Asset Valuations Resuling from Business Combinafions. -

31.201-8(a) Associated Costs, defined (costs associated with unallowables). See also CAS NO
405.

31.205-46(a)(1) Automobile: Mileage Costs. YES

31.205-8(m}(2) Autormaobile: Personal Use of (ses also 31.208-48(d)). Inchudes commuting and MO

31,2054 Awards for Employees (Performance-Based Awards--bonus and incentive YES
compensation).

31.205-18(c) B&F: Bid and Proposal Costs (allowability of). YES

31.208-8(h) Back pay (generally unallowable). NO

31.205-3 Bad Debts (and direcily-associated costs). MO

31.205-8(p) BCA (Benchmark Compensation Amount) - statutory imit on executive -
compensafion. (Mot a safe harbor or guarantzed amount of cost recovery.)

31.205-4 Bonding Cosis (e.g., bid, performance, payment, infringement, and fidelity). YES

31.205-8(f) Bonuses and Incenfive Pay, generally. {Ses 31.205-6(f){ 111} for required YEST
|I:|a5i5 and support.)

AASHTD Linigsm Audit & Acoouning Guide (2012 Edidon) Appendix C-2
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Step 4

Item 2-Overhead Rate

Schedule (Indirect Cost Rate)

The information included on the
overhead must accurately reflect
the information on
Prequalification Cover Sheet,

Executive Compensation,

Contractor Cost Certification and
Internal Control Questionnaire.

CHAFTER S/ COBT ACCOURTING

TABLE 5-85: BANMPFLE INBIRECGT €O5T RATE BCHEOULE

2AMFLE CORRLLTING SOMSANY, ina
Aisbs mank of Diesot Lasar, Frings Dens s, anc Oereral Ovarbend
Per the Youe Erded Desombar B, 25

Frogceet Sl
dermr Ledger eyt Disatowed waregary st
Mgt Harsiaer & Do wr L] Mo ot B [min E AE Lk
DFECT LASCA & LFEOEH OF 13581 § - § 3 100.00% 3 IhE' f"m st
POREETIOO: complete the Internal
I BN BOTESS. SNUVRUONINE TR - -1 -3 Control Questionnaire
390 Benefis: A00EL. ... P ZEE E.D0% .
£33 Eamelte: FTD s pior amd oo e v | (ICQ), however, we
T mEs 100k
[t E— T 1,88 Lo | SRCOUTAZE the ]:CQ
i: I"l.lﬂ'l:!:hlﬂ:l...:;:. B u;; Il:\.‘.: document be reviewed
S0 Immtamrer W eTe DONE oo 1 &
TEIN Pl Tases P o blme 1ma szn | by staffor CPA
TER2 Pyl Tunse FLTA ard ZUTA . mm Lo .
TOTAL FRNCE BEMEFITD k] 1,082 '_P"’ -1 P ] ¥ 1 aes e 25.8T% pre']:lanug the
overhead to ensurs
GEMEFAL OVERHEAD .
ETI0 Ik Laner. R T § -5 AW TELAS = | cohesive Fpre-
I Clwmct Lecging, Mask, zmd Trassl .o .o ... == 4 1,00 B - 0.00% : -
DI Clm:t Emecons Mizags Rorsuscrcse. 123,21 LT - - 0.00% quahﬁn:auou
130 Cismct Heriys aro Sepoies.. s 21651 LR i 0.o0% dncum.emi :Fﬂr
40 Clmct Bubcoesularts . g 14 331 I [3=2% n
00 Advarteinn e e = - 7SN e e oz | example, if the ICQ)
S910 Auterecoils Saperoe.. - (- - TER PO IEE. .
230 ot Berecr DASPEE e 8 o ez | states that velucle
B3IT CONTTIRON: 380 3. T —— - e - =i} (8= 1
ES10 Cmomcmion Exzerse N 117,02 17,00 005 ECIS:[S a_IE considered
S0 DU 0 RN ) N wsm ows | oan indirect cost:
------ . E R 146, 410G [ L *
S39L Immcramze: Busimass Ly e E- T 33,406 1.20% aud]_tl}ri E};PECI o see
EEIE I DRI e mom mom W - nos Yy
T LICENIES 8 PR e 8 i “im | an indirect aceount for
I Naistnance and Feoahs.. e e imcem e & iE mIE 4.58% . 1
_ﬂ Meas § Erierigirment. S . b=k b} 10501 1500 5% LEhmlE EHPED&E on
T3 Wiz Fa Fr-:.P-ullu : - = BT - vun | the overhead.
THI0 Oz Exzoras. Gmenirg. 8 :: SRE) P
Tl ﬂfcﬂ:ll!' Pﬂ:ﬂ;:ml:-emr_r = 0%
Td2I OfficxEwperse: Gfice Guoolss ... a3 1.E5%:
T4 Officz B IH Giner Ofice El:lrl\‘_' bEE=-] %

Overhead | Overhead | General | Tax Comments
Account Amount Ledger Return

Expcnse

51,000

65,000

65,000

Please explain the
14,000 difference
between the G'L, 1ax
returm and overhead

AT PSS RRCOUTITG Bus 2012 Taton|

Appendix B-12 Question H4,
Classification of Cost Items.

Your firm answered N/A for

vehicle, therefore vehide costs
should not be included in the
overhead

au | Fos




Step 4
Item 3-Executive Compensation Analysis

MoDOT auditors must review executive compensation to ensure
compliance with the FAR. Excess compensations must be shown as an
unallowable cost on the overhead rate schedule.

The firm has 3 options to demonstrate executive compensation is within
the FAR allowable limits.

Option 1: Compare executive compensation to the National
Compensation Matrix (NCM) located on the AASHTO website;

Option 2: Complete a compensation analysis through the use of salary
surveys;

Option 3: Provide the following information:

Position Title Total wages paid including Total bonuses paid
taxable fringe benefits



I — —
Step 4
Item 4-Contractor Cost Certification

The Contractor Cost Certification should reflect the overhead rate listed on the

overhead rate schedule and certifies the overhead rate schedule was prepared in
accordance to the FAR.

If the firm has a home office and field office rate, both overhead rates must be
shown on the form and the form must signed and dated to be valid.

| Frimt Rzxrm

Contractor Cost Certification

Certification of Final Indirect Costs

Firm Name:

Indirect Cost Eate Propesal {overhead rate Ya):

Date of Proposal Preparation {mm'dd yvyv):

Fizeal Pertod Covered (mm/'ddvyyyy) to mm/dd’yyyy): to




4
Item 5-Internal Control Questionnaire (ICQ)

Thoroughly answer all questions and ensure the submittal includes the
required supporting documentation.

5. Internal Control Questionnaire (ICQ) for Consulting Engineers
Scroll down the AASHTO website and select Updated ICQ

Double click to Open the file

Select File

Select Save As

ICQ Overview
Additional Resource Information by ICQ Section

Related Party Rent
Related Party Rent Worksheet
Thoroughly answer each question to complete the ICQ. Related Party Rent Policy
*=  The ICQ must be signed and dated. Facilities Cost of Capital Rates
=  Ensure all requested policies, timesheets, billing rates and other requested information

is included in the pregualification package.

E

View the ICQ Overview and Additional Resource Information by ICQ
Section for assistance in accurately completing this document.

Ensure the required documents are included in the submittal.



Step 4
Item 5-Internal Control Questionnaire (ICQ)

Thoroughly answer all questions and ensure the submittal includes required
supporting documentation.
The firm’s CPA/Accountant should not complete the ICQ document, however,
it is encouraged to have a review of the completed ICQ and overhead rate
schedule to ensure accuracy and cohesion.

Overhead | Overhead | General | Tax Comments 1CQ
Account Amount Ledger Return

Auto 51,000 65,000 65,000  Please explain the Appendix B-12 Question H4.
Expense 14.000 difference Classification of Cost Items.
between the G/L, tax
retumn and overhead Your firm answered N/A for
vehicle, therefore vehide costs
should not be included in the
overhead
Admin 14,595 16315 16,315  Please listthe type of Appendix B-12 Question H4.
Travel activities included in this  Classification of Cost Items.

costs. If the costs are
associated with a
project(s), those costs
must be removed.

Your firm answered Travel
and Subsistenceis treatedas a
direct expense therefore, the
cost shouldnot beincluded in

Please explainthe 1,720  the overhead.

difference between the » Please revise the ICQ to
G/L, tax return and show how Travel and
overhead schedule. Subsistence costs are

managed by the firm



Step 4
Item 5-Internal Control

Questionnaire (ICQ)

To assist firm’s, Section links
have been develop as a tool
in understanding the ICQ
requirements.

The ICQ Overview describes
the risk based assessment
performed by MoDOT
auditors.

—

INTEENAL CONTROL QUESTIONNAIRE (ICQ) OVERVIEW

The fim must demonstrate through the Intemal Control Cuestionnams (I0Q), a fimdamental understanding of
the Federal Acqusition Fegulations (FAR) MoDOT auditors will gain an understanding of yow fum's
accoumting practices through a Risk Based Assessment, which will provide reasonable assurance that the
documents contain ne material musstatements, 1dentifiss potential maprovements to the fim's accoumtng
practices while still mamtaining an audit process that 13 both effactive and officient.

The ICQ) mav not be completed by vour CPA. However, the CPA or staff completing the overhead schedule
should review of the document to snsure cohesion batwraen the I0Q), overhaad schadule and ather pre-
gquahification dooumsnts.

The Risk-Based Assessment includes but 15 not hmited to the review of the fomms:

Presence or lack of written policies and procedures
Contrel environment of the accomniing svstem
Abihty of the fomm to demenstrate fimdamental FAF knowledze

* Facognizing the flow of transactions and the abilitv of employess to affect recording of

transactons.

Errors noted in the current and prier vears) pre-qualification decuments
The accounting system’s abulity o segregate direct and mdivect cost
Proper allocation of labeor cost to direct and mdirect costs with emphasis on

* Tmskeeping entry, adjustments and approvals

o Uncompensated overtime for salaried emplovees-all time must be recorded and
included segrezation between divect and indwact labor hours
* (Compensation
o Basa zalary

Bonus — auditors expect wnitten plan‘policy employvment agresment
Pension
Health/1ife mswance
Auto allowance
Defarred comp
Long-term msurance
Stock options

o Distibution of Profits
= The accounting system’s ability to identify and remove tmallowable costs
Travel & Meals
Emploves walfara
Onatzide Services
Lagal & Professional Faas
Fant/Laaze costs
Marketmg/Advertising
Dieprectation — Section 179 & Bomus Depraciation 15 unallowed

OO0 o0 o0o0oo



AASHIO

Internal Control Questionnaire (1CQ) for Consulting Engineers

MName of Enginessing Consultant {“ths Comparmy™):
Step 4 TIM (Taxpayer Identification Nurmher):
Headquartars Addrass:

Item 5-Internal Control S
Questionnaire (ICQ) 5

This ICC} was prepaed fer{TH
orafion of Accounting Records:

¥ =10

a
H.'E{I |.| I r'E{I : 3 £ ollowing items as attachments to this ICQ:
=  FAR Part 31 Overhead Audit Report formost recent fiscal vear, including auditad Statemart of Diract

L]
F ISCa | 1'|'r-E arl E |'|{| fﬂrm ﬂt: Imi mfddfm Labor, Frings Benefits, end Genaral Overhead (hersinafter “Indiract Cost Rate Schaduls™ andralated
ety raconciliation to the financial statements.

= Cognizantaudit raport or cognizant lattar ofconoumencs from the cognizant Govemment ageney.
Check here ifnor applicabls O

= Post-closing trial balance and financisl statemants (balance shaat, incoms sttement, and statemant of
cash flows) forthe most recent fiscal vear. (Mote: If theindirect cost rate schedule doss not dirsctly tis to
ths trial balance, thenpleass provids a supplemental reconciliation schaduls)

= Current chart ofaccounts that tiss to financial statements and indirsct cost rats schadula.

=  Indspandent Auditor’s Eaport on financial statemants and accompanving mansgement lattar,
Check here ifnor applicabls O

= Sample timashsst.

= Tha Company s policias for vacation and sick lsave,

= Tha Company’'s bomus pelicw.

= Other writtsn policies, as raquastad throughout this ICQ).

Note: Throughout this ICQ), all raferances to “AASHTO Guida" partainto the 2012 Edition of the
AASHTO Unijform Audit & Aceorting Guide.

- Plzass idantify ths Company s primaryeontact for accmmtine quastions:
Nama:
Title:
Phone Number:
E-mail Addrass: | ]
Mziling address (if diffsrsnt than headquartars address listad sbova): |

A. Background Information

Al Year Established. Whenwas thaCompany formad?

A2, Business Form. What form ofbusinzss entitvis ths Company?
O ScleaPropristoship [0 Partmership [0 CCorporation [ S Corporation
O Other

Intemal Contral Questionnaire for Consulting Enginears

SHTO Uniform Auditing & Accounting Guide (rev. 11/14/2011) Appendix B-2



tep 4

Item 5-Internal Control Questionnaire (ICQ)

To assist firm’s, Section links have been develop as a tool in understanding

the ICQ requirements.

- Pleasa identifv the Compamny's primarvcontact for accoumtine g
Mama:
Title:
Phone Number:
E-mail Addrass:
Mlziling address (if diferent than headguartars address listed &

A. Background Information

A.l. Year Established. Whenwas the Company formed?

A.2. Business Form. What form ofbusinass entitvis the Compa
0 Sole Propristoship [0 Partnership [ CCorp
O Other

Intemal Contral Guestionnaire for Consulting Enginesrs

IC(Q) Section Links

Section A

Section B

Section C

Section D

Section E

Section F

AASHTO Uniform Auditing & Accounting Guide (rev. 11/14/2011)

Section G

Section H

Section I

Section J

Section K

Appendix B-2



Step 4
Item 5-Internal Control Questionnaire (ICQ)-Section A

Any cost unrelated to the A/E consulting services performed by the company
must be removed from the overhead rate schedule.

ICQ) Section A. Background Information

Backeround Information - Ask yourself these questons when completing this section of the ICQ)

= [Dpes your firm include a Parent Company with Subsidiaries?
= [Dpes the firm segregate cost through a separate accounting system for each subsidiary ¥
* [Does the firm's overhead schedule exclude cost from the Parent Company?
Mote: The subsidiary must identify cost allocation practices betweesn related business entities [e.g.,

Parent Company allocating costs to subsidiaries or divisions, sllocations between subsidiaries or
divisions, and/or allocations to specific product lines).

MoDOT auditors will review costs for the company providing services to MoDOT. I the overhead
schedule includes cost from the Parent Company or other subsidiaries of the Parent Company, those
costs will need to be identified and possibly eliminated from the overhead.



Step 4
Item 5-Internal Control Questionnaire (ICQ)-Section B

ICQ) Section B. Account: General Background

Accounting: General Backsround - Ask yourself these questions when completing this section of
the ICQ
B. Accounting: General Background
B.1l. Fiscal Period. Hasthe Comparmyused thesan

* If your firm dees not have written accounting policies, when do vou anticipate accounting
policies to be developed?

Ya N
Y= Mo WNote: If your firm does not have written policies, an explanation should be provided to
B.2, Accouniine Method Basts. Whatbasis ofsce demonstrate vour finm's ability to rack costs between direct and indirect labor and how vour

financial staternants? firm identifies and remove unallowable cost to demonstrate compliance with the FAR.
O Cazh [ Accrual [ Hybrid Fle * Diges vour firm have staff that has a fundamental knowledge of the Federal Acquisition
Eegulations (FAR)?

- Was the same basis of accoumting alsousa

O Yes O Mo.Plzase explain * Dioes staff recogmize the flow of transactions and the ability of emplovess to affect
recording transactions and the subsequent impact to direct and indirect costs?

B.3. Accounting Policies. Does the Compamehaw:

“waz T plesse provide s copy.)

Billing. ... .. ..
Cost estimating’ -H]ll:l‘u’r-ﬂ]:ld‘lt'l- ............................
Eecording time worked'timeshest preparation. . ..... ... ...
Fringe benafitsleavetima . . ... ... ... ... ... ... .. ......
Eacording overtima. R
Compliance with F: AR Part 317 'andapplt-:abl= CAS. ...
Fecordingdirectand indirecteosts. .. oooen e v e o
Chverhead /indiract costrata development . ... .. ... ... ... ..

Billingratedevelopment . . ... ..ot it i e

el =l 1 B S T I = P = L =
OoOoOoOoooOooon E
OO00O00000oo|g



Step 4

Item 5-Internal Control
Questionnaire (ICQ)-
Section C

C.5, Direct and Indirect Expenses. Dhozs th

following?
a. Laborcosts ] Yas
b. Mon-labor expensas ] Yas

I e ploase-anplain:
H =

C.6. Exclosion of Unallowable Costs|Dos

indiract cost pools all unallowrabla costy,
StandardsT (See AASHTO Guida, Sacti

O No. Flease explsin:

C.6. Exclusion of Unallewable Costs,
Dioes the Company have a system m place to 1identify and remove from indirect costs pools all unallowzbls cests, n
accordanee with per FAR Part 21 and applicable Cost Accounting Standards?

The answers to this quastion provide the anditer with an indication of 2 firm’s ability to prepare a FAFR. compliant
overhead. If the firm answers No and does not provide the required explanation, 2 DOT auditor camnot provide reasonzbla
assuranecs that the fimm's accounting practices ave adecuate to develop 2 FAR compliant overhead.

This question alse assists a DOT auditor with assessing the persomnel recording the transactions into the accounting
software or documents. If staff entering the transactions mio the accounting system does not have a fundamental
understandmg of the FAR., how de the Accountant /CPA preparing the overhead datermine the zllowability of costs when
developing the overhead? Will the Accountant'CPA review sach tansaction?

Auditor's responsibilities:
*  Evalunate a fiumes accounting practices

o Determune :f the accountingz practices are adequate to prepare a FAR compliant overhead
scheadula.

= Deternune if the accounting staff has a fimdamental understanding of the FAR to ensure the
mtegrity of the Gansactions used to develop the overhead.

< Deternune 13 intermal confrols are in place fo ensure the compliance with federal regulations m
government confractimg.

[0 Yes.If“wes. " plaase answar athroughe, balow:
a. Plaasa provids datsils about the swstem.
b. Howr ars appropriate parsomme] trained to distingnish between allovwrable and unallowrabls costs?

c. Whan doas the primary review forallowsbility occur—at time thetransactionis recordad, orlatar?




Step 4
Item 5-Internal Control

Questionnaire (ICQ)-Section

ICQ) Section D — Information Technology (IT) Systems

IT Policies - Ask yourself these questions when completing this section of the ICQ

D. Information Technol IT) Systems Our finn doees not have wintten IT policies:

D.1.IT Policies. Dioas the fiom have weittan I'T svstem policizs cona
{If “was,” plaasaprovida a copy )

* How does my staff consistently follow our firm’s policy and processes?

4. Hardwars/ aofterars

Imwentorv. . ........ ... .. ... ... ..., o Provide a thorough explanation of how your firm safeguards the electronic files.
Maintsnanca. .

o Provide a thorough explanation of how your firm manages it's |IT processes.

Acceass . O
Useann—hnuseandnff-stte ) . I
Addition and ramoval Etu'anent disp l:-situ:-n |:-f ................... O
O
O
O

b. Businass Comtimwation Plan. ... ... .. .. ... ...
c. Security Protocol . . R
d. Activation anddeactﬂatmn :-femplm 85 up :-11]11:1.112 or termtmtmn. .......

OO00OooOoart

D.21.IT Risk Assessment. Has the Company’ s management conductad anlT swstam risk assessmant within the
pastthres vears”

O Yes OHe

D.3. IT Security Review. Arssvstam sacusriteand application accsss logs snablad and revissed periodically?
O Yes OHe
Comment:

D.4.IT Electronic Data Safeenards. If documents are ratamad in alactronic format, arathew storad in a format
that cannot sasily be modifisd, removad, or replaced, and does a mechanism/audit trail axist to trackall such
avantsT

O Ye: O Mo

Comrmeant:



//‘
ICQ Section E. Accounting — Payroll and Timekeeping

Labor Costs - Ask vourself these questions when completing this section of the ICQ

« Does my firm have established timekesping policies, processes or procedures in places to

Step 4 adequately track project and non-project related labor?

« Our fimm does not have written timekeeping policies. What are the processes or procedures

Item 5' Inte I'Ilal ContrOI used to ensure labor costs are tracked consistently?
Que Stionnaire ( I CQ) - Se Ction E + What types of activities are considered as non-project related labor?

Activities could mclude but are not linuted to:
= Public Eelations & Advertising (Marketing)

E. Accounting — Payroll and Timekeeping * Development of videotapes, brochures, handouts, magazines, etc., designed to
E.1. Payvroll Service. Doss the Companyuse an external payroll service? call favorable attention to the contractor

O Mo [ Yes. If “ves,“plaass spacifi- * Trade Shows and related expenses
EXP ay l::' cle. What is tha Cl:-mpﬂm" 5 stan::’ﬂ.fdpavcvcle'.’ * Promotional items to mclude but not hmuted to medels, souvemrs, coffee

nmgs, imprnted clothing, ete.

O Bi-weakly [ Monthlry [ 1st& 13th [0 Other {pleass
Ifthe Companvusss more than ons pavevels, pleass explain: |

* Ndemberships n civic and comnmmity organizations

* Lobbymg
E.3. Payroll Register. Doas the pavmoll registerincludes the followring dataT)

* Entertaimment and related expenses

Yes

g, EmploveeMams.....................................O1 * How does the timekesping system track cost direct and mdirect laber hours?
b. EmployselDoumber.................................0O * Does my firm allow timesheet revision/adjustments without the employee’s approval?
c. Grosspav...... ...d
d. Pawroll dedmhnng .4 + Whe in our firm can revise/adjust timesheets?
e. Meatpav...... ...gd L _

* How are revisions/adjustments on fimesheets approved?
f. Checkamount.. .4 ; r
g. Hourlvrats . ...d » How are revisions/adjustments on timesheets tracked?
b. Payperiod.. .- « What is the process to determine if a timesheets adjustment is necessary?
i Nnrmﬂlhnmsfnrpavpennd A | L ! T
j Orvartime hours for pa}'pemd. O * Who is authorized to review and edit/adjust timeshests?
Comments: + What type of decumentation is required when timesheet edits/adjustments are necessary?

E.4. Timekeeping Svstem. Do my firm's timesheets melude the followng fields?
Date
a. Dozs the Companyuss an slectronic timekasping svstam T Employee name
[] Ve: [JMNo Unigue identifying project munber

Employee signature
- If “yas.” please providean explanation ofits operation, orprovid) Supervisor signature(s)




Step 4

Item 5-Internal Control Ouestionnaire (ICO)-Section F

AASHTO Internal Control Questionnaire for

F. Labor Cost Accumulation

F.l. Direct & Indirect Labor. Do the Compam:’ s timeshsets inclu
hours? (See AASHTOGuida, Chaptar6.)

O Ve: ONe
-If“vas,” do all emplovess, including manasars and prine
timeshastsT
-If“no,” then pleassexplsin themsthodusad to seeragat:
F.2. Work Week. Flzasa list the Company’ s normal howrs of busin

F.J. Uncompensated Overtime {s2e AASHTO Guida, Saction s 4
by all emplovess, including managers and principals, regardls
ovartime pav or whather all diract labor houss are billadto spa

O MNo.If “no,” pleass explain:

IC() Section F. Labor Cost Accumulation

Direct and Indirect Labor Costs - Ask yourself these questions when completing this section of
the ICQ

= How does my firm determine if labor costs are directly relsted to 3 project?
= How does my firm determine if labor costs are not related to a project?
* How does my firm track all labor howrs worked by an employee?

Hows does my firm track contract overrun?

* How doss my firm track labor hours when a contract modification to add or remove services

from an existing contract occurs?

NOTE: If a firm cannet demonstrate the ability fo frack project/non-project labor costs,
including overtime, then lnbor cost cannot be included in the overhead schedule or include
any tax or fringe benefit cost.

O Yeas. If “vas, " which of tha following mathods deas the Companyuse to account forunconrpensated
avertime—itha hours worked without additional compensation in excass of anavearass of 4 Jhowurs par
weak by diract-chargs amplovess who areexempt from the Fair Labor Standards Act?

[] Effactive Eats hiathod Fleass sxplain:

[0 Salary Variancallathed Pleass axplain (E.g.. What was the total dollaramount of

the salary/pavmoll variance for thewvear™): §
[ Crher. Flaass explain:

F.4. Contract Modifications Time Tracking. Hovwdoes the Compamy sesrapate wodk parformed under a basic
agresment/'contract from work performead for contract changes'modificationsT




s —

Step 4
Item 5-Internal Control

Questionnaire (ICQ)-Section G

AASHTO Internal Control Questionnaire

G. Labor Billings and Project Costing

(>.1. Billing Rates. Plaass describshowbilling ratas ars dat
O Description:
O Billing-rats policyattachad.

G.2. Premimom Overtime. Doas the Companyw pav overtims

- If%vas,”
a. What pramium ratais paid and what catasorias |
[ Time-and-a-half for all non-stempt emplow
[ Other. Plaase axplain:

b. How is the overtimes preminm accountad forand
[] As part of direct labor, and overhead is appl

[] As an Other Direct Cost {no overhsad applis

=

ICQ) Section G. Labor Billing and Project Costs

Labor Billing and Project Costing - Ask vourself these questions when completimg this section of
the ICQ

* Dioes the firm have established timekeeping policies, processes or procedures in places to
adegquately mack project and non-preject related labor and overtime?

* Dioes the finm consistently wack all billable and non-billable labor hours?

» What process does the firm nse to review all labor cost for accurate allocation to direct and
mdirect accounts?

* How does the firm track labor costs to identify unallowable cost activities?
» How does the firm remove identified unallowable activitizs from the overhead?

* How does the firm track and how are costs recorded 1if the firm pays an employes at a rate
or hours in excess of the project/conmact terms and conditiens?

* How often does an emplovee get paid above the labor costhours listed in the contract?
* How does the finn determine if contract labor is a direct cost?

* Dioes the firm include fringe benefits for contract/purchase labor that it has determined is a
direct labor cost?

» What policies, processes or procedures are in place to ensure the contract/purchased labor
15 treated m consistently?

NOTIE:

1. If the firm listed contractpurchase labor costs as a divect labar expense, the firm
should provide a witten explanation af the process, policies and procedures used fo
identify, caleulate, and track the labor costs to include taxes and fiinge benefits are
paid to the contractpurchase labor.

b

The firm may provide a separate allocanon base for the contractpurchase labor. If
a separate allocanion base 15 not created, the contractpurchase laber costs must be
removed from the overhead schedule.

3. MoDOT reserves the right to disallow unsupperted contractpurchase labor costs,
inclnding taxes and fiinge bengfits frem contractpurchase labor if the firin cannat
demaenstrate compliance with the FAR.




Step 4

Item 5-Internal Control
Questionnaire (ICQ)-
Section H

H. Expenze Accumulation and Billing

H.1. Nonsalary Direct Costs (Dther Direct Costs). Basidas laber, what
normally bill'imeoice as direct expensesT

H.21. Crediis Associated with Direct Costs. Is the indirect cost pool rali
recaived fordirect costsT

O Yz [OMo.If“ne,” pleass sxplain:

H.J3. Desien/Build Stipends. Has the Company raceivada stipend from:
desizn/build effortsT

O Yes [O Mo
- If “was,” plagsaaxplain how the Company accomted for tha st
svstem:

H.4. Classification of Cost Items. How are the followrine cost itams ace
{Chack both “IV and “I,”if applicabla.)
(D= Direcr; I =Indirect; N4 = noet appiicable)

Viahiclas .

Computer (non-CADD) . .
Telzphons= . .

Printing / Reprnduchnn

Postage

Lab

Dyilling

Travel and Subsistancs

GPS and/or NuclearDansite hatars
Othar (list if sienificant)

T Em e 6 o

ICQ Section H. Expense Accumulations and Billing

Expense Accumulation and Billing - Ask yourself these questions when completing this section
of the ICQ

» ‘What are the Other Direct Costs normally included in project/contract costs?

= How does my firm determine if a cost is considered a direct (D), indirect (I} or is not an applicable
{MN/A) cost?

= Hasz the firm's staff reviewed the overhead schedule to ensure the cost items are classified
correctly? For example, if the ICO states vehicle expense as a direct cost only then the overhead

schedule should not contain any vehicle cost.

= Do the answers in Question H.4 Classification of Cost ltems correctly match the answers on the

remaining questions in this section?

= Does the firm have a way of tracking labor and related costs for unallowable activities?

NOTE:
If the Cost Item is marked as a Direct Costs, the cost should be reflected as a direct expense
on the overhead and is a cost inenrred becanse of a project’contract.

If the Cost Item is marked as an Indirect Costs, the cost shonld be reflected as an mdirect
expense on the overhead and thase costs cannot be a vesult af o project'contract.

If the Cost Item 15 marked as Ni4, costs should not be included in the overhead.

Computar ‘usststad Demmand]}m.ﬂme {C."LDD:I .. .. .. .. i

See example on the following page

2
=
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tep 4
Item 5-Internal Control

Questionnaire (ICQ)-Section H

This section defines how your firm treats
expenses billed on federal contracts and
invoices.

This is an example of how the ICQ and overhead
rate schedule are related and if the documents
do not agree, additional information is required.

If H.9. Printing and Reproduction costs are
defined as a direct expense, than H.4. should
mark printing/reproduction as D for Direct.

Direct expenses or project related costs, cannot
be included in the overhead rate schedule.

Please note: the only time N/A should be
marked is if the firm does not provide those cost
in their services.

H.5 Computer Expemses. Are the Company's
a |:| Cheinnde Sapvicas] D\. cxopany ewnership? |:| Beoth?
b. Doesthe l.'.m.l;p:l.m' compuie 3 charss rate for compuiers” OYe: Ha

A F'FI I.'.'I:"\"W IE[TICES, A A e Log mamkmned an

b Isumage segregand by direst and indivect elassifleatian

- Do the Company mamiam a elephone ko fo recoad tell calls? [ Yes

- Are the calls job-coded by direct and mdzrect clasuficatons™ e

e bo B e T J'aplm hl.}

commpuier axpenses wvread a3 2 resalt of (select ome]:

- If wes " whed 15 the rate”
- How wians the e devsloped?

. Iz comspumrwsage sepregated by direct and mdivact classificationsT |:|‘.|.'a: |:|Nu
1. Jus compater usage lops maintazxed and cedad by jobiproject? [ e |:|Nu
A . .

: How are : punting mﬂ reprochnction sxpenses tresbed ©

- In Hese |:| Dhrect cost Indirect cosi
- Dutxide verdor: [ Dhrect eost Indur=ct cosi

W yow warked “combination afbarh. * pleaue &

|:| Cambmatan of direct and mdirect
O Coubination of direct and indirect
i

oded by gob progect™

O ¥es ke

O %e: O¥e

e If thess coats ara imcwred rhiough the ues of ae eurside vetglom, ars the invaieas coded by job project wlsn

TRcaived?
[O¥es [¥e
H.10. Telepbone Costs How 13 the expenss for telephons w=rvice recobded and hlled”

O Dmecteest [ Indiect cast ] Combimation of directband mdsrect
W yow warked “combinaifon qf direct and indirect ” pleme o i Befow
OMa
O te

;

How e tt'\nnW| co e accounbed Sy

-

=Diver. 1= Dl HoT applicalia

A WVelieler B
b Cowpursr A :.r"I'Da .gr. and Ty zﬂ;e I:.-CD:'I .

1
| ] O
c. Cowputar (nea-CADDY . B B B
d  Telsphous | (|
& Printing | Reprodwstion . . . .
£ '-‘c =111
e Lab [ - O
b Dwlk ng O O O
i Travel aud Subsistanca O (] O
1. EP5 ar:d. o "\..J:I.ea Denzany Masers ] ] |
k. Othey (s of mgmbicand) D D ]
H.E Na I:-II'IsL'-'In E‘n cri. Deseribe the acecunting waamuent fur divact costs wat hillahkla e clients (Wherehow e
these costs recorded™)
r m I
= Note 41014 6580940 =

" audite & Inv eeligation Divigion  Optiona [#)

FEA should anby be chacked # your firm
does not provide those senices



Step 4
Item 5-Internal Control

Questionnaire (ICQ)-Section I

l. Compensation for Owners and Employees
L1. Bonuses.

a.

C.

Did the Companvpay, oracerue for, bonuses sarned by ow
by the latest indiract cost rata schadulaT

O Yes O Ne

-If“was,” wers the bomses includad in the submitted over

-Was anv portion ofthass bonusas excludad from the subr
Comment:

Doas the Companvhave a written boms plan”

[] Yes. Pleasz providea copvof the plan.

[0 No. Flease dascribahow bomisas arsdeterminad and he

Are all emploveasseligible for the bomisas? [] Yas [ Me

L2, Executive Compensation. Has the Company, anindspendant C]

evaluation ofexacutive compensation forreasonablanes in acc
Cruida Section 7.3.)

O Yes O Mo

- If“vas,” describa themethodologvused and how this process

——=

ICQ) Section I. Compensation for Owners and Emplovees

Compensation for Owners and Employees - Ask vourself these gquestions when completing this
section of the ICQ

Does the firm have established timekeeping policies, processes or procedures in places to
adequately frack project and non-project related labor and overtime for owners and
employess?

How did the finm establish reasonableness for executive compensation?
Does the executive compensation include fringe benefits?

Does the executive compensation inchude bonunses?

Does the executive compensation include stock options?

Does the executive compensation include a distbution of profit?

Does the firm employ fanuly members?

If the firmy dees not have a wiitten Bomms Policy, how deoes the finn consistently track the
following:

Labor Hours

Fringe Benefits

Bomus Pay

Incentive Pay

Deferred Compensation
Pension Plans

Stock Options
Dismbution of Profits
Golden Parachutes
Golden Handeuffs
Executive Severance
Any compensation not listed above

NOTE:

1. Additional review of stock options as a form af compensation throngh and
Employee Steck Ownership Plans (ESOPs) will be necessary to determine
allowability of compensarion.

b

MoDOT will compare the firm's compenusafion analysis with the Nafional
Compensation Mairix to determine if the compensafion is within the allowable
Ttmits.




Step 4

Item 5-Internal
Control QUES tionnaire IHéStEd—Pam-' Transactions - Ask yourself these questions when completing this section of the

(ICQ)-Section ]

ICQ) Section J. Related Party Transactions

= [Does the firm employs related parties to the owners, partners, majority stockholders, members

or principals? (related parties include: spouse, parent, child, sibling, in-law)

» [Does the firm rent or lease property and/or facilities from the firm's owners/stockholders, or

AASHTO Internal Control Questio member of their immediate family, owners/stockholders?
4.3, Properiv or F aciliies Leased from Related I » What is the process the firm follows to track that the rentflease paid to the property cwner(s)
facilities from ancther entity {oresnization orit has been adjusted to the actual cost?
O Ye= OHe
- If%wes,”
NOIE:

a. Are any of the Companv’s ownars/stoc. o ) i )
ownars/stockholdars of tha othar antity When a related party rent situafion exists, the fellowing process and decuments submitted

- - Jor revien. These documents can be located on the MoDOT Pregualification Process
O Yes OHo under Helpful Links for Prequalification

-If*was,” pleass axplain: Jri'm:;?';ﬂunfbrrmmm‘ar.irm.wu’busirre’s5flr'mr5rr.|‘r:mr resources/consulfant_prequalification
requIren

b. Hava tha rantallease costs bean adjust:

0] Yes [No Related Party Rent Worksheet

Ifwes " what basis wik usad ta Common Control BEent (also referred to as Reln!ed Party Rent)
less interest axpansa pl "y Facilities Cost of Capital Rates located on the Wisconsin DOT website
Deseription: ' Provide a copy of the owner’s depreciation/amortization schedule

J4.4. Dither Related-Pariy Transactions. [Hd the Or
than thosa listed and deseribadin J.1 through T,

O] Mo [ Ves. If “ves” pleasacomplat Describe the methodology used to determine reasonableness of costs.



en a related party rent situation exist, the rent expense reported on the
overhead rate schedule must be recorded at the owner’s actual costs.

Related Party Rent Worksheet
red text represent sample values-replace the sample values with the actual book value of the asset(s)
Don’t forget to complete the year

Option 1:
The Related Party Rent Worksheet

Book Value as Book Value as

Provide:

of January 1, Accumulated  Met Book of December  Accumulated MNet Book
Owner)s tax return SChedu1e Of Assets 201 Depreciation WValue 3, 201_ Depreciation WValue
depreciatlon and amortlzatlon Land 95,302.00 95,302.00 956,302.00 - 95,302.00
. Buildings & Equipment 3.046,910.00 2.423.291.00 623.619.00 3,175.438.00 2.451,569.00 595,341.00
showing book values; : :
. L. 3.142.212.00 2,423,291.00 718.921.00 3.270.740.00 2.451,569.00 690,643.00
Depreciation;
Note: Section 179 and Bonus Average Net Book Value (net book value at 1/1 + net book value at 12/31 divided by 2) 704,782.00
DepreCIatlon dl'c unallowable COStS; Weighted Average Interest Rate from the llinoisDOT schedule for December 20
therefore, must be removed or show a o . N _
A L Wisconsin Department of Transparation - Facility Cost of Capital Rates
conversion to accepted depreciation Facilities Capital Cost of Money (FCCM)
FCCM cost = Average Met Book Value x the Weighted Average Interest Rate for 201 -
costs. - |
. Total Allowable Costs (from tax return)
Property taX’ Depreciation 97507
: . Property tax 24733
Malntenance COSt’ Maintenance costs 53814
Other expenses; define what costs are L
include in the “other” category. FCCM Costs from above (from above)

Option 2:
Describe the methodology used to

determine reasonableness of costs with
supporting documentation.

Total Allowable

This amount represents the total allowable rent that
can be reported on your firm's overhead

Provide the Depreciation and Amortization Schedule from the Related Party showing the values used to

prepare this document

NOTE: Section 179 and Bonus Depreciation are unallowed and must be removed when calculating values



tep 4

Item 5-Internal Control Questionnaire (ICQ)-Section K

AASHTO Internal Control Questionnaire for Consulting Engineers

K. Other Questions
EK.1. Life Insurance. Dozs the Company pay lifs insumnes for
O Yes O Ne
-Ifyas "
{a) Have any costs as sociated with this life insurancst
[ Yes —total amount: O M
{b) Pleass identify the benaficiary of thalifs insumncs
[ Companw'surviving partnars [ Offics
O Other {specify)
() Pleass identify the typa{s) of thelifs insumncs:
O Term O Whelzlif= C
O Accidental dzath [0 Other (pleass spad

K.2. Suspension or Debarment. Has the Company, its parant,
partner, or emploves ofthe Companvbeen suspendad ord:
Fadaral povermment”

0O Yes O Mo
-If“wes.” plaass provids complsts detsils:
K.3. Updates for Chanees to FAR Part 31. Dozss the Compar

timelwv updatas to company policiss and procedurss to accc

principlasT
O Y=z ONo
-If*yas,” pleass dascribe the procass:

ICQ) Section K. Other Questions

Other Questions - Ask vourself these gquestions when completing this section of the ICQ

» Does your firm pay life insurance for the officers/principals?

= |f yes, are the company or owners beneficiaries?

NOTE:
If the Company or ifs owners are beneficiaries, these costs are nnallowable and must be
remaoved from the overhead schedule.

» ‘When updates at made to the FAR, how are those changes communicated to staff?

= ‘What is the process for addressing accounting system to accommodate updates to the FAR?

A T i ol bk, Bt e T R A e e A

E.4. Risk Assessment. Dozs the Company have a process forassassing risks that mavresult from chanees in cost

accounting svstems orprocessas,

O Yzs [OHe

-If“wes,” pleass describs the process. How arerisks identified and addressed?

E.5. Communications of FHWADOT Reguirements. Howdozs information flow from the FHWA/ Stats DOT
to appropriats management pers omma? (E.g., How are relevant updates to State DOT procedures or Fadaral
Ragulations disseminatad to pmojact managers and accounting personnsl ™)



Step 4
Item 5-Internal Control Questionnaire (ICQ)-Section K

Ensure the form is signed and dated and includes a

sample timesheet, policies and any other requested
information.

AASHTO Internal Control Questionnaire for Consulting Engineers

I cartify that to tha best of mv knowlades and beliefthis ICQ) is a complate and accurate reprasentation of the
above-namad Company’ s cost accounting and billing practices.

Typed or Printed Name

Signature Title Date Completed

Note: The reprasantations on this ICQ) wers mada by, and are the responsibility of the Company’ s management.



What should I include in the Prequalification Submittal
U Statement of Qualification

[ Secretary of State - Certificate of Good Standing

[ MO Professional Registration — Certification of Authority (License/Registration)
U Executed E-Verify MOU

[ Notarized Worker Eligibility Verification Affidavit

[ Prequalification Cover Sheet

[ Overhead Rate Schedule

1 Executive Compensation documents

U Contractor Cost Certification

M Internal Control Questionnaire (ICQ)

O Related Party Rent documents with supporting information
Q Policies

O Timesheet

O and other documents as deemed necessary in the ICQ



